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SUBCOURSE OVERVIEW 


This subcourse is part of the military occupational specialty (MOS) 62B Construction Equipment 
Repairer Course. lt is presented in two lessons, each corresponding to a specific learning objective. 
Lesson 1 is designed to provide the knowledge and skills necessary for establishing an account and 
acquiring materials through the Standard Army Publications System (STARPUBS). Lesson 2 is 
designed to provide the knowledge and skills necessary for maintaining a technical reference library. 


There are no prerequisites for this subcourse. 


This subcourse reflects the doctrine that was current at the time when this subcourse was prepared. In 
you work, always refer to the latest official publications. 


Unless otherwise stated, the masculine gender of singular pronouns is used to refer to both men and 
women 


TERMINAL LEARNING OBJECTIVE: 


ACTION: You will learn the correct procedures used for establishing a publications account, 
acquiring publications and forms through STARPUBS, and maintaining a technical 
reference library. 


CONDITION: You will be given the material in this subcourse. 


STANDARD: To demonstrate competency of this task, you must achieve a minimum of 70 percent on 
the subcourse examination. 
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LESSON 1 


ESTABLISHING AN ACCOUNT AND ACQUIRING MATERIALS 
THROUGH THE ARMY PUBLICATIONS SYSTEM 


OVERVIEW 


LESSON DESCRIPTION: 


This lesson provides the information and procedures for establishing an account with the United States 
Army Publications and Printing Command (USAPPC). It also discusses how to use the account to 
request and receive publications and blank forms through the initial distribution (ID) system and the 
resupply ordering system. 


TERMINAL LEARNING OBJECTIVE: 


ACTION: You will establish a publications account and order publications at a unit level. 
CONDITION: You will be given the material contained in this lesson. 
STANDARD: You will correctly answer the practice exercise questions at the end of this lesson. 


REFERENCES: The material contained in this lesson was derived from the following publications: ARs 
25-30 and 25-400-2, DA Pams 25-30 and 25-33, and Technical Manual (TM) 39-0-1А. 


INTRODUCTION 


As a construction-equipment repairer, you must ensure that current reference material is available for 
use. To perform proper preventive and corrective maintenance, you must have the appropriate 
references. Good publications-account management is the means of meeting these requirements. 
Establishing a USAPPC account and providing appropriate manuals, regulations, forms, and other 
reference materials for your unit will better enable you to accomplish your mission. 
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PART A - THE STANDARD ARMY PUBLICATIONS SYSTEM 


STARPUBS and its subsystems supply DA publications and blank forms for the entire Army. They also 
print, store, distribute, and dispose of DA publications and blank forms. They generate management 
data that assists the USAPPC in the execution of the Army Integrated Publishing and Printing Program 
(AIPPP). 


1-1. Identifying Responsibilities and Functions. The USAPPC in Alexandria, Virginia, manages 
STARPUBS and carries out the following management roles: 


е Determines and recommends printing, publishing, and distribution policies. 
е Determines the distribution requirement for publications and blank forms. 
е Directs the operation of the United States Army Publications Distribution Center (USAPDC) 


a. Publications Distribution Centers (PDCs) and Stockrooms. The USAPDC stocks and 
distributes classified and unclassified departmental administrative, training, doctrinal, technical, and 
supply publications. The USAPDC also stocks and distributes all blank forms, including sensitive and 
accountable blank forms. 


Continental United States (CONUS) installation publications stockrooms and outside continental United 
States (OCONUS) РОС$ serve as extensions of the USAPDC. They provide departmental blank-forms 
storage and distribution support to units located at or supported by the installation and units supported 
by the OCONUS PDC. 


Installation publications stockrooms and OCONUS PDCs redistribute excess or misrouted departmental 
publications but will not order or maintain stock of these items. They also stock and issue command, 
agency, installation, and local publications and blank forms as appropriate. 


b. Functional Managers. Deputy Chiefs of Staff for Information Management (DCSIMs), 
directors of information management (DOIMs), and information management officers (IMOs) manage 
command and installation publications. They are responsible for enforcing departmental policies, 
regulations, and instructions governing publications and printing. They also appoint functional 
managers to exercise publications- and forms-management responsibilities, such as a publications 
control officer (PCO), a publications stockroom manager (PSM), and a forms management officer 
(FMO). 


The PCO performs a staff role at the installation or activity level. He advises units on STARPUBS and 


helps them fill their publications needs. Among other duties, the PCO reviews and approves requests for 
publications accounts and ID of publications. 
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Like the PCO, the PSM at a CONUS installation helps the units fill their publications needs. Besides 
managing the publications stockrooms, Ше PSM assists the PCO in advising units on managing ап 
account and ordering publications and blank forms. 


The publications officer (PO), appointed by the unit commander, manages the units publications and 
blank forms. The PO helps the commander determine the unit's publications needs, orders publications 
and forms, and manages the unit's publications account. The PO also acts as the unit's liaison with the 
local PCO, PSM, and PDC. A publications clerk is a unit member who is responsible for the day-to-day 
maintenance of the unit's publications account. 


c. Customer Support Subsystem (CSS). The CSS 15 one of three major components of the 
STARPUBS Defense Data Network Interface System (SDIS). SDIS was developed for the USAPPC to 
give STARPUBS customers the capability to electronically prepare their requirements for DA 
publications and blank forms and to submit them via the Defense Data Network (DDN). А user's 
manual provides detailed procedures to guide STARPUBS customers in the use of the CSS. 


1-2. Establishing an Account. A valid publications account allows your unit to order publications 
and blank forms from the USAPPC. Your unit receives an account number upon request. This number 
is your unit's identification at the USAPPC. You must state your unit's account number anytime you 
order publications, make changes in your publication request, or contact the USAPPC for any reason. 


DA Pam 25-33 identifies who 15 authorized to have a publications account. Some of those authorized 
are-- 


е Active Army table of organization and equipment (TOE) units that are battalion-size and 
have personnel and administration center (PAC) or are detachment-size or larger and not 


under a PAC. 


e Army table of distribution and allowances (TDA) activities. They may have accounts 
established at the commander, director, or chief level. 


е Army schools. They may establish separate accounts for the reference library, the staff, and 
the student texts. 


е United States Army Reserve (USAR) units that are company-size or larger and staff sections 
at division level. 


е Army National Guard (ARNG) units that are company-size or larger, designated by the State 
Adjutant General (AG). Account requests must be approved by the State AG and the 
National Guard Bureau (NGB). 


Other authorized agencies should submit requests according to DA Pam 25-33. 
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a. Requesting an Account. To request a publications account for your unit, prepare a DA Form 
12-R and submit it to the USAPPC. The information you put on this form must be as accurate as 
possible, since it describes your unit and the level of publications service needed. Instructions for 
completing DA Form 12-R are in DA Pam 25-33. The DA Form 12-R is the only form needed to 
request an account (Figure 1-1). 


If your unit needs to establish ID, you must submit DA Form 12-99-R. The paper version is found in 
DA Pam 25-33 along with instructions for preparation. It is also available through the SDIS and the 
World Wide Web (WWW). 


The procedures for requesting a publications account are as follows: 
е Complete a DA Form 12-R. 
е Complete and attach a DA Form 12-99-R. 
e Have your unit PO review and sign ће DA Form 12-R. 


e Have your unit commander sign the DA Form 12-R and any other DA Form 12-R series 
forms that require signature. Make copies of all the completed forms and keep them in your 
unit publications file. File them under file number 25-301 according to AR 25-400-2. 


e Send all the completed forms to your PCO for review and approval. The PCO will forward 
the forms to Commander, USAPDC, Attention: New Account Processing 1655 Woodson 
Road, St Louis, Missouri 63114-6181. Follow local procedures on the number of copies to 
send to your PCO and add one additional copy to be returned to you upon completion. When 
your PCO returns a completed set to you, file it in the unit's publications file and discard the 
copies filed earlier. The USAPDC will provide your unit with an account number, the SDIS 
software and user's manual, and the information necessary for the maintenance of your unit's 
publications account. 


If your unit needs current editions of publications, you must submit DA Form 4569, which is no longer 
accepted in the paper version. DA Form 4569 is totally electronic, meaning that the familiar structure 
and data files of the paper form are duplicated in the electronic ordering system. The best source of 
information explaining the data fields is included with your software or ordering system. An example of 
the electronic DA Form 4569 found on the WWW 15 shown ш Figure 1-2, page 1-6. If you do not have 
the means to order publications electronically, you must contact the customer service personnel at 
USAPDC for instructions. 


b. Closing an Account. Use a DA Form 12-R if your unit must close its account - such as for 


deactivation. Enter your account number and check "c. Close" in Block 3. Submit this form to 
USAPDC at least 90 days before closing the account. 
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—— жене Еж. 
Publications 
Rosetta J Doe, Officer жи 


SECTION И - ACCOUNT CLASSIFICATION LEVEL 


10. REQUEST THE FOLLOWING CLASSIFICATION LEVEL FOR THIS ACCOUNT: 
Е) uwaassmeo |) сонноентм (Г) зесяєт 
11. THIS ORGANIZATION HAS ADEQUATE EQUIPMENT AND PROPERLY CLEARED PERSQNNEL TO RECEIVE AND SAFEGRUARD 
MATERIAL ACCORDING TO THE CLASSIFICATION REQUESTED FOR THIS ACCOUNT. IF CLASSIFIED SERVICE IS APPROVED, 
ITY OFFICER ^ 


12a. OLD ADDRESS (include nine-cipit ZIP Code) 


Vie ped чата. Gut а Teo Creer — — €. Telephone Number 

о * 

Director, Training Development (3631,725-5555 

Vs. Typed Name, Grade end Tide of РСОРЗЫ с. Telephone Number 
Installation Publications Control 6582128755 " 


DA FORM 12-R, APR 96 PREVIOUS EDITIONS ARE OBSOLETE 


Figure 1-1. DA Form 12-R 
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DA 4569 Ordering Module 


Fill out this form and select “Send Order” to submit the order. When you are finished ordenng 
select "Exit" to retum to the ordering menu. If you select "Exit" without selecting “Send Order" first. 
your order will notbe saved. NOTE: Account Number is made up of 1 alpha/numeric followed 
by 4 numeric characters. 


* [— жон — 


Enter in the information below in the format — 
[Sub-Account (орйопа!)) [Nomencisture] [Change Number] [Quantity] [Unit of Issue] 


Figure 1-2. Example of the automated DA Form 4569 
1-3. Requesting Initial Distribution. 


a. The ID system works somewhat like a magazine subscription. Magazine subscribers are 
automatically sent every new issue published. "When new or revised publications and changes to 
publications are printed, copies are sent to all units that have submitted requirements for them. This 
automatic, one-time issue is called ID. When your unit opens an account at the PDC, you tell the center 
what publications your unit needs. Your unit will automatically receive all new and revised editions of 
those publications and any changes to them. Current publications are not issued through ID. Existing 
publications are like back issues of magazines. Your unit will receive such publications only when they 
are changed or revised. To get current editions, you must requisition them through the resupply ordering 
system. 


b. Use DA Form 12-99-R to tell the PDC what publications your unit needs to receive through 
ID. DA Pam 25-33 contains specific instructions for completing DA Form 12-99-R. Figure 1-3 shows 
an example of the completed form. 
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Commander Pubs Control Office 
XYZ Medical Detachment| Bldg 9987, Rm 331 1655 Woodson Road 


5641 Second Street St. Louis, MO 63114- 
Ft Highland, ' 22315 


Figure 1-3. Example of a completed DA Form 12-99-R 
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Proponent approval is required for explosive-ordnance and nuclear-weapons publications. You must 
submit your request on DA Forms 12-29-R and 12-35-R. These forms and preparation instructions are 
included in TM 39-0-1A. 


c. Before you complete DA Form 12-99-R, you must determine what publications your unit 
needs and the number of copies required. Some guidelines for determining your unit's requirements are- 


е Consult your unit’s PO and key personnel in the unit. 
е Refer to the unit's modification TOE (MTOE) or modification ТРА (MTDA). 


е Check the property book, the training schedules, and the regulations that cover the unit's 
operations. 


е Check Ше unit roster of additional duty appointments. 


Give each key person in your unit a DA Form 12-99-R and access to DA Pam 250, which is produced in 
either microfiche or compact disk-read-only memory (CD-ROM ) format. DA Pam 25-30, commonly 
referred to as the publications "Index," lists published materials under the AIPPP. Key personnel should 
review the forms and DA Pam 25-30 and select the publications and quantities they need to accomplish 
their functions. If they need current editions of those publications, they must submit a list of the specific 
publications required, showing the publication numbers and the quantities needed. 


When key personnel return the DA Forms 12-99-R, consolidate the requirements on a new set of DA 
Forms 12-99-R. Make three copies of this new set of forms and put one copy in your publications file. 
Send the original and two copies to your PCO. After review and approval, the PCO will forward the 
original to the St Louis PDC for processing. The second copy will be returned to the account holder for 
their publications-management file. The PCO should retain the third copy. If there are requirements for 
current editions of any publication already issued through ID, you must submit a DA Form 4569 through 
the resupply ordering system. 


1-4. Requisitioning Through the Resupply Ordering System 

a. The resupply ordering system 15 used for requisitioning current publications. You may submit 
requisitions for current publications as often as you need. Consolidate the requirements for current 
publications and use DA Pam 25-30 to verify the accuracy of the publication numbers and dates. Do not 
use the resupply ordering system to correct omissions in your unit's ID requirements. Use resupply to- 


е Replace lost or worn-out publications. 


е Requisition publications your unit does not normally receive through ID. 
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е Requisition additional current editions of publications pending a change of subscription. 
е Requisition blank forms. 


b. All units that have accounts at the PDC may requisition publications and changes to 
publications directly from the PDC. Only units that have blank-forms accounts may requisition forms 
directly from the PDC. (See DA Pam 25-33 for special conditions on requisitioning for the USAR, 
ARNG, recruiters, and unit test control officers.) 


c. The SDIS and the WWW provide automated ways to order publications and blank forms. To 
get a copy of the SDIS software, installation instruction, and a user's manual send a request to the 
Commander, USAPPC, Attention: ASQZ-IM, 2461 Eisenhower Avenue, Alexandria, Virginia 22331- 
0302. You may also find this software on the CD-ROM version of DA Pam 25-30. If your unit does 
not have DDN access but you have a modem, you can order a personal computer packet from the 
USAPPC. It will include a communications package and a password. 


d. You may order publications through the USAPPC's WWW site by browsing to the site and 
following the instructions. Electronically submitting DA Form 4569 15 Ше only authorized method for 
requisitioning publications and blank forms from the USAPDC. ТЕ you do not have the capability to 
send electronic requests, contact the customer service personnel at the USAPDC for further instructions. 


PART B - PUBLICATIONS-ACCOUNT MANAGEMENT 
1-5. Developing an Internal Distribution Plan. 
a. To manage your unit's publications, you need an internal distribution plan. When you receive 
publications from the PDC, you must sort and distribute them to the sections in your unit that need them. 
An internal plan helps you track what sections ordered what publications and ensures that all sections 


get the publications they need. 


At a minimum, you should maintain the following data to assist in tracking the internal distribution of 
publications: 


e A USAPPC-provided listing of your ID requirements, annotated with you own internal 
distribution information showing each subaccount’s quantity. 


e Copies of ID requirements or changes and resupply orders pending including subaccount 
orders. 


e Records showing publications and blank forms that you have received and the internal 
distribution that was made. 
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е Copies of your current DA Form 12-R and 12-99-R. 

е Copies of your previously submitted DA Form 12-99-R. 

е Copies of your current DA Forms 12-29-R and 12-35-R if applicable. 

е Records of ID requirement reviews, test control officer verifications, justifications for 
blank-forms accounts, and any other information that may be helpful in maintaining your 
account. 

b. Your commanding officer, personnel from higher headquarters, or personnel from either the 
Inspector General's or the AGs office may inspect your publications file at any time. These inspections 
are to help you find and correct errors in the way you manage your unit's account. 

1-6. Updating DA Form 12R Information. When you open an account, you submit information about 
your unit on a DA Form 12-R. The PDC keeps this information on file. If you do not keep this 


information up to date, your unit will have problems getting the publications it needs. 


a. To ensure that the account identification data on your DA Form 12-R is current, check it at 
least twice yearly. Notify the PDC when any of the following information changes: 


e Type of service. 
e Unit description data. 
• PO. 
e Classification level. 
е Address. 
b. The procedures for changing the information on your DA Form 12-R are as follows: 
е Prepare a new DA Form 12-R and check “с. Change" in Block 3. 
e Have your unit PO and commanding officer review and sign Ше forms as required. 
е Send the new form through your PCO to the PDC. 


е Puta copy of the new form in your publications file. 
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1-7. Changing DA Form 12-Series Requirements. 
a. Submit changes to you unit's DA Form 12-series requirements if you need to- 

е Change the number of copies your unit receives. 

е Cancel a publication (place the word “none” in the quantity-required block). 

e Add any new publications to a DA Form 12-series that you have previously submitted. 
To change you unit's requirements, you must submit a DA Form 12-99-R. (A DA Form 12-29-R or 12- 
35 is required to change requirements for explosive-ordnance and nuclear-weapons publications.) You 
must submit the same numbered form as your original request. For example, you cannot use a DA Form 
12-99-R to change DA Form 12-35-R requirements. You must submit a new DA Form 12-35-R. When 
preparing these forms, enter the updated information in the blocks you want to change and leave the 
blocks blank that you do not want to change. 
The procedures for submitting changes are as follows: 

е Prepare DA Form 12-99-R, 12-29-R or 12-35-R according to DA Pam 25-33. 

e Have you PO review the changes. 

e Have your unit commander review the changes and sign the forms as required. 

е Send the changes to your PDC. 
If you have submitted a change more than 45 days before receiving a printout and the new requirements 
are not shown, resubmit the change. Verify the printout against the DA Form 12-series and the previous 


printout. 


b. To manage a publications account, the USAPPC recommends that you maintain current 
copies of the following publications and forms: 


e AR 25-30. 
e DA Pam 25-30. 
e DA Pam 25-33. 


e DA Form 12-В. 
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е DA Form 12-99-R. 

е DA Form 4569. 

е Any other DA Form 12-series utilized by your unit. 

е Local standard operating procedures for ordering blank forms and publications. 
1-8.  Tracing a Requisition. You may request a tracer action if you believe that a requisition is lost. 
Thirty days after sending your requisition, contact the USAPDC and give your unit's account number 


and as much information about the requisition as you can (such as the date of the requisition, the items 
ordered, and the unit point of contact). The center maintains records of requisitions for 90 days. 
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LESSON 1 
PRACTICE EXERCISE 
The following items will test your grasp of the material covered in this lesson. There is only one correct 
answer to each item. When you complete the exercise, check your answers with the answer key that 
follows. If you answer any item incorrectly, study again that part of the lesson which contains the 


portion involved. 


1. The system that includes the printing, storage, and distribution of DA publications is called 


A. ID 

B. STARPUBS 

C. resupply 

D. publications control 


2. Why do you need an internal distribution plan for your unit's publication account? 


A. To help you distribute publications ordered for unit's in your section. 

B. To help you distribute publications to other units that need them. 

C. To help you track the ordering and distribution of publications to sections in your unit that need 
them. 

D. To help you distribute publications to sections outside your unit that ordered them. 


3. The USAPDC is located in 


A. San Francisco, California 

B. Washington, District of Columbia 
C. St Louis, Missouri 

D. Chicago, Illinois 


4. The PCO performs in a staff role at the level. 


A. company 
B. battalion 
C. brigade 

D. installation 


5. The PO is appointed by the commander. 


A. unit 
B. battalion 
C. brigade 
D. post 
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6. Active Army TOE units -size with a PAC are authorized publications accounts. 


A. group 

B. battalion 
C. company 
D. detachment 


7. To request a publication account, prepare and submit a DA Form 


A. ]2-R 
B. 4569 
C. 12-17-R 
D. 12-32-R 


8. An automatic, one-time issue of a publication is known as 


A. basic issue 

B. ID 

C. resupply 

D. publications distribution 


9. Notify the PDC if which of the following change? 


A. Time in service. 

B. Your commanding officer. 
C. Unit descriptive data 

D. Your home address. 


10. To receive current editions of publications, you must order them on a DA Form 
A. 12-Е 
B. 4569 
C. 12-17-R 
D. 12-32-R 


1 


— 


In what format is DA Pam 25-30 distributed? 


A. Printed and loose-leaf. 

B. Acetate cards. 

C. Laminated plastic. 

D. Microfiche and CD-ROM. 
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12. Under the provisions of AR 25-400-2, unit publications files will be filed under file number 


A. 100-12 
В. 25-301 
С. 1170-12 
D. 1220-8 


13. Most of the publications and blank forms used in the Army are listed in 


A. DA Pam 25-30 
B. DA Pam 310-2 
C. DA Pam 25-33 
D. DA Pam 310-4 


14. To change your unit's requirements you must submit a DA Form 


12-5-R 
12-34C-R 
12-27-R 
12-99-R 


ow» 
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Item 


10. 


11. 


ENS261 


Correct Answer and Feedback 


LESSON 1 


PRACTICE EXERCISE 


ANSWER KEY AND FEEDBACK 


B. 


STARPUBS 


(Part A, Introduction paragraph) 


that need them. 
(Part B, paragraph 1-5) 


St Louis, Missouri 
(Part A, paragraph 1-2а) 


. installation 


(Part A, paragraph 1-1b) 


unit 
(Part A, paragraph 1-1b) 


. battalion 


(Part A, paragraph 1-2) 


12-R 
(Part A, paragraph 1-2а) 


ID 
(Part A, paragraph 1-3a) 


Unit descriptive data 
(Part B, paragraph 1-6a) 


4569 
(Part A, paragraph 1-3c) 


. Microfiche and CD-ROM. 


(Part A, paragraph 1-3c) 


. To help you track the ordering and distribution of publications to sections in your unit 
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12. B. 25-30ii 
(Part A, paragraph 1-2а) 


13. A. DA Pam 25-30 
(Part A, paragraph 1-3c) 


14. D. 12-99-R 
(Part B, paragraph 1-7a) 
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LESSON 2 


MAINTAINING A TECHNICAL REFERENCE LIBRARY 


OVERVIEW 


LESSON DESCRIPTION: 


In this lesson, you will learn the correct methods for posting changes to current publications and for 
filing publications. 


TERMINAL LEARNING OBJECTIVE: 


ACTION: You will learn to post changes to publications and to file publications according to 
DA Pam 310-13. 


CONDITION: You will be given the material contained in this lesson. 
STANDARD: You will correctly answer the practice-exercise questions at the end of this lesson. 


REFERENCES: The material contained in this lesson was derived from DA Pam 310-13. 


INTRODUCTION 


A complete, up-to-date, well-maintained technical reference library is a vital tool. Such a library 
ensures that the appropriate manuals or regulations are readily available. This can be the difference 
between a properly repaired, well-serviced piece of equipment and maintenance failure. Having the 
appropriate, current references, such a ARs, TMs, lubrication orders, and supply catalogs, can help you 
perform better maintenance. Filing the references orderly and posting the changes properly will save 
your soldiers valuable time when tying to locate the manuals needed to make effective repairs. 
Conforming to the following procedures will decrease the risk of using outdated information to make 
repairs, which may endanger personnel or damage equipment. 


PART A - POSTING CHANGES 


Publications lose much of their value if they are not kept up to date. Changes and revisions provide new 
information to the user. To make the reader aware of this updated 
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information, a publication must be properly posted. Damage, injury, or unintended violation of 
regulations can result from decisions based on outdated information Ша change has not been posted. 
Posting alerts the soldier to read the change and to do as it directs. Posting may require that information 
be added, deleted, or modified. 


It is not necessary to completely post all publications on file in an organization, office or library. 
Instead, direct your efforts to the publications that are used frequently. For example, a publication that 
prescribes an annual report should not require as much posting as a correspondence manual that is used 
almost daily. For seldom-used publications, it might be sufficient to merely file changes with the basic 
publication. Judgment based on experience, will help you determine the extent of your posting needs. 


2-1. Explanation of Terms. The following is an explanation of terms associated with the publications 
system: 


е Basic. An original publication, without changes, such as an AR, a field manual (FM), or a TM. 


е Change. A separate publication containing amendments in Ше form of deletions, alterations, ог 
additions to portions of a previously issued publication. 


e Posting. The method of keeping publications up to date by entering the directed changes as they 
occur. 


e Revision. A complete new edition of a publication. It replaces the previous edition in its 
entirety, including any changes. 


е Supersede. To make a substitution, that is, to replace a publication, a chapter, a paragraph, a 
figure, or an appendix with something new. 


е Rescind. To do away with. A publication, or a portion thereof, is rescinded when it has served 
the purpose for which it was issued or when the material becomes obsolete. 


е Amend. To change or correct. Any change to a publication is an amendment 


е Loose-leaf format A publication that can be easily taken apart. When changes to a looseleaf 
publication are necessary, they are normally issued as replacement pages. 


e Bound format. A publication in which the pages are securely held together in such a way that 


that they can be easily removed without damage or mutilation. Changes are not issued on a 
replacement-page basis. Amendments affecting several pages may appear on the same page. 
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2-2. Rules for Posting. 


е Be accurate and neat. An incorrectly or illegibly posted publication is as worthless as one that 
has not been posted. 


е Use only a sharp, black-lead pencil. Posting can then be erased easily if future changes or 
corrections are necessary. 


e Write the authority for changing a basic publication in the margin by the changed portion. This 
authority is usually a numbered change (C), for example, C1, but may be another publication or 
message. If the changed portion extends to more than one page, make the same notation on all 
pages concerned. 


e Delete changed or rescinded material. When less than three lines of text are affected, draw a 
single line through the changed or deleted material instead of obliterating or blocking it out. 
When three or more lines of text are affected, line out the old material by drawing single, straight 
lines through the first and last lines of the text and connecting these lines from top right to 
bottom left. This forms a Z-shaped figure (Figure 2-1). 


е Upon receipt of a new change, post any affected previous changes as well as the basic 
publication. 


Change | 


No. 2 12. Responsibilities and procedures: а. 


follows: 


и. Page 6. Paragraph 12а(4) is super- 
seded as follows: 
(4) Assist the claims judge advocate 

or claims officer in preparing є 
demand on carrier, 3 
ma. and/or other third party (DA я 
Form 1819), sign ali copies, and UN caesa 
cooperate to the extent required by ance. he will ; 
апу Government officer or agency а 


ance, he will make a prompt 
written demand on the insurer for 
reimbursement under the terms 
and conditions of the policy, and 
furnish а copy thereof to the 
claims judge advocate or claims 
officer. 


CHANGE 


Figure 2-1. Posting a supersession 
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a. Change Notation. When a change to a publication is received, post the change number 
(C [fill in the correct number]) and date on the front cover of the basic publication or on the first 
page if there is no cover. If a change supersedes a previous change, draw a line through the superseded 
change number and date and show the supersession authority as shown in the following example: 


C1, 14 Jun 80 

€2;-29-Oet-81 Supsd by C4, 5 Jan 86 
C3, 5 Feb 83 

C4, 10 Sep 84 


In this example, C4 superseded C2. This type of posting provides a checklist of all changes to a 
publication and their status. 


b. Bound-Publication Change. A change to a bound publication is printed in page and paragraph 
sequence and keyed to the basic publication. It may consist of supersessions, rescissions, and minor 
amendments. 


(1) Supersessions. 


e Identifying. When an entire chapter, section, paragraph, subparagraph, appendix, 
or other portion is superseded, it is stated in the change (Figure 2-1, page 2-3). 
The new text of the superseded portion follows. 


e Posting. Using the line-through ог Z method, mark out Ше superseded material in 
the basic publication. Write “Suspd, C (fill in the correct number)" in the 
outside margin opposite the number of the section, paragraph, figure, or other 
portion that is superseded. 


(2) Rescissions. 


e Identifying. When material is rescinded, the word “rescinded” appears in the 
instructions of the new change (Figure 2-2). 


e Posting. Line or Z out the rescinded portion of the basic publication. Write 
“Resc” and the authority, such as “C1,” in the outside margin opposite the number 
of the rescinded portion. 


(3) Additions. 
e Identifying. When a new chapter, section, paragraph, appendix, figure, or other 


portion is added, the text is preceded by a statement that the material is being 
added (Figure 2-3). 
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oer 
No. 5 


Posted 
0 Apr: 68 
- DY 


ARMY RESERVE 
MISSION, ORGANIZATION, 
AND TRAINING 


AR 140-1; 25 January 1966, is changed 
as follows: 


Page 4. Paragraph Зи is added as 
follows, 
y/u. Officer active duty obligor. An offi- 
cer who is appointed in the USAR from 
the ROTC Program or under programs 
monitored by The Surgeon General or 
Chief of Chaplains who has an obliga- 
tion to serveon active duty who does not 
enter on such active duty concurrent 
with his appointment. 

CHANGE 


Change 
No. 4 


AR 140-1 


3. Explanation of terms. The following 

contains an explanation of terms used 
ж Ж Ж же. 

с USAR schools. A table of distribu- 
tion and allowance unit specifically 
organized for the purpose of presenting 
Army service school courses and selected 
MOS training for Reserve component 
personnel during reserve and annual 
active duty training periods. 


AR 735-7 
10 Accessonal costs г У hen reim- 


AR 735-7, 14 September 1964. is 
changed as follows: 
e Page 4, paragraph 10a, line 7. Change 
"AK 35-14" 10 rend "AR 35-8." 
s" Page 5, paragraph Ті т. The following 
sentence is added: “Policies for recovery 
of nonrecurring costs such as engi- 
neering. tooling and the like applicable 
to Foreign Sales аге ect forth in appendix 
EL” 


CHANGE 


Figure 2-3. Posting an addition 
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е Posting. Insert in the proper sequence, the number of the new chapter section, 
paragraph, or other portion (also include the title when space allows) followed by 
the word “ADDED” in parenthesis. Write the authority, such as “see СІ,” in the 
outside margin opposite the entry. 


(4) Minor Changes. 


e Identifying. Instructions for the change will identify the action required, such as 
the addition, deletion, or amendment of words, phrases, or sentences (Figure 2-4). 


e Posting. If space in the basic publication permits, write the added or changed 
portion in the proper place. Write the authority in the outside margin opposite the 
changed portions. Line out deletions and write the authority in the margin. If 
there is sufficient space for the added material write “sentence(s) added" or 
"words added" in the proper place in the text or as near to it as possible. A caret 
(^) may be inserted where the material is to appear. 


Change | AR 735-7 
Мо. 4 | 


AR 735.7, 14 September 1964. is 
changed as follows: 


e Page 4, paragraph 10a, line 7. Change 
“AR 35-14" to rend “AR 35-8." 


s" Page 5, paragraph 11 т. The following 
sentence is added: “Policies for recovery 
ef nonrecurring costs such as engi- 
neering, tooling and the like applicable 
to Foreign Sales are ect forth in appendix 
ЕЕ” 


CHANGE 


year in 
they may 


nu 
| 


Figure 2-4. Posting minor changes 
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(5) Repetitive Changes 


e Identifying. An identical change that must be made in several places usually 
appears at the beginning of the change. Either the concerned portions are 
specified; or if they are numerous, a statement explains that the change applies 
wherever the word or phrase appears. For example, in paragraphs 2, 4, 7, 18, and 
35, wherever the phrase DA Form 623 appears, it is changed to read DA Form 
1436. 


e Posting. When specific paragraphs are listed, make the change in the text as 
space permits and write the authority in the outside margin. If paragraphs are not 
listed, post the change and the authority at the top of the first page of the basic 
publication. For example, Change DA Form 623 to DA Form 1436 wherever it 
appears--per СІ. 


c. Change With an Effective Date. Use the proper procedures to post the change to the basic 
publication. In addition, write the change authority and the effective date in the margin of the basic 
publication (Figure 2-5). 


Change Fosted AR 140-1 
No.5 | 30Apr 28 9. Organizational structure of USAR. 


Е а. Ready Renerve consists of -- 
AR 140-1, 25 January 1966, ia changed (1) Members assigned to troop pro 
as follows: gram unite. 


E. 6. P gh Set із added за (2) USAR control group (annual 
follows, effective 1 January 1968: 


ment) to include members thereof 
attached to reinforcement training 
units and USAR school student 


detachments. 
(4) USAR control group{mobil:cauon 
designee) to include members 
mobilization 


designation 
15) USAR school staff and faculty. 
(6) USAR control group (delayed). 


Figure 2-5. Posting changes with effective dates 
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d. Notations to the Change Instruction Sheet. Place a check mark by each item of a change as it 
is posted to the basic publication. This will prevent you from overlooking portions of the change if an 
interruption occurs. After posting, enter the word “Posted,” the date, and your initials at the top of the 


first page of the change (Figure 2-6). 


AR 638-40 
"св 


HEADQUARTERS 
DEPARTMENT OF THE ARM У 
Washington, D.C., 29 March 1965 


DECEASED PERSONNEL 
CARE AND DISPOSITION OF REMAINS 


AR 638-40, 20 February 1964, is changed as follows: 


ing changes will be made: 
A^ Pageiv. Add "Appendix VIII —Mortuary Supplies and Equipment". 
b. Page 1-4, paragraph 1-9а/1). Add subparagraph g as follows: 

g. Adjustments (increase or decrease) in interment and/or funeral 
allowances. 
vc. Page 1-4. paragraph 1-96. Change title of this paragraph to read 
m ponaibilities of Army authorities in the continental United States". 
d. Page 3-5. paragraph 3-75/6). Change subparagraph “(6)” to read 


subparagraph "(7)". 
We. Page 7-1. paragraph 7.2a. Delete “Orieans, France" and add 
R 


“ ang. КУМ“. 

E ym 7-9, „paragraph F 
made to “a(2) above" to read 7а(3) above 

os. Page 7-9, paragraph 7-4). Change "Chief of Finance" to read "Chief 
of Finance and Accounting, Office, Comptroller А 


— . — 
13.1 through 133.. 
VJ. Al-1 and A1. 22— 


—— 


4. This change authorizes an increase in the maximum interment 
allowances, effective 1 February 1968, for burials made in private, 
civilian or Government cemeteries. Increases authorized are indicated in 
paragraph 13-3 « and b. 

5. In addition to the increase in the interment allowances, this change 
authorizes the following: 

а. An increase from $400 to 5500 in the maximum amount allowable as 
reimbursement when nezt of kin arranges the preparation of remains 
and no contract is in effect at plnce of death (para 4-55). 

6. Payment of an amount not to exceed $30 for rental cost of the casket 
cover аманы аз required (ог shipment of remains via commerica! 
aircraft 


“This change supercedes DA њессаде 849130, 26 Janaary 1968. 


Figure 2-6. Change instruction sheet (loose-leaf publication) 
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e. Loose-Leaf-Publication Changes. А change to a loose-leaf publication usually provides 
revised and new pages for insertion in the basic publication. Each change has a cover sheet with 
instructions for making the change (Figure 2). The new pages to be inserted and the old pages to be 
removed are normally identified by a remove-and-insert table or by a list of effective pages. The 
following procedures should be used to post changes to a loose-leaf publication: 


е Read the change instruction sheet. Check the actual pages furnished against the list of 
pages to be inserted shown in the remove and-insert table or the list of effective pages. 
Ensure that they agree and that all pages are included. If pages are missing, order a new 
copy of the change through your publications supply channels. 


е Remove or insert pages directed. Using the remove-and-insert table or Ше list of 
effective pages, remove the pages being replaced and destroy them. Insert the new pages 
in proper numerical order. Sometimes pages are not numbered in the usual sequence 
because the new material does not fit on the old page and must be continued on a new 
one. These additional pages bear the preceding even-page number plus a decimal or a 
capital letter. For example, added pages 3-2.1 and 3-2.2, or 3-2A and 3-2B should be 
filed in sequence following page 3-2 and preceding page 3-3. The instructions may also 
direct that pages be removed and not be replaced. In such cases, write “next page is 

(fill in correct page number)" at the bottom of the page preceding the ones 
removed if this has not already been preprinted on the change. 


е Post minor changes in the text. The change instructions may direct that minor changes be 
made. If there is room, make the change directly on the page being changed. Also, write 
the change authority in the outer margin opposite the revised portion (see bottom of 
Figure 2-4, page 2-6). 


е Remove superseded section. If the change instruction sheet contains а supersession 
notice at the bottom of the page move the superseded publication from the files and 
destroy it. 


е Verify and record the posting and file the change sheet. After verifying that all posting 
has been completed, write “Posted,” the date, and your initials at the top of the change 
instruction sheet. File the change instruction sheet in front of the publication. 


PART B-FILING PUBLICATIONS 
Local policies concerning the location of publications may differ according to the size of the unit, the 
organization, or the headquarters. Whatever the type or size of the office, you should locate publications 


so they are convenient to the people who use them. 


Some types of publications, such as DA circulars, contain an automatic expiration date and are no longer 
in effect after that date. For example, Expires 15 May 1985. Files of such 
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publications should be reviewed periodically or individual items should be flagged so that expired 
publications are removed and destroyed. 


2-3. Filing Unclassified Publications. Generally, publications should be filed by type - all ARs 
together, all pamphlets together, all FMs together, all TMs together, and so forth. Within each type, file 
publications numerically, in ascending order. When a publication number includes letters, file them 
numerically-alphabetically in ascending order. The following is an example of a proper filing 
arrangement of TMs: 


TM 5-3805-250-14 

TM 5-3805-251-12 

TM 5-3805-251-34 

TM 5-3805-253-34 

TM 5-3805-255-14 & P1 
TM 5-4310-451-14 & P 
TM 5-4930-207-12 


Because of the mission or other requirements in small organizations and offices it may be desirable to 
file publications by function rather than type. You may group together all publications on a given 
subject. In another instance, you may file TMs, technical bulletins, and modification work orders 
together that relate to the same item of equipment. 


Most DA publications have prepunched holes for filing in ring binders.  Three-ring binders are 
particularly suitable for loose-leaf publications because you can easily remove and insert pages. Some 
bound publications are of such size that they do not have to be filed in binders. The number on the spine 
of a bound publication can be identified without removing the publication from a shelf. 


When using binders, label each one to show its contents. As preferred methods, use metal, slip-on label 
holders as shown in Figure 2-7 or attach labels to the spine of the binder with 


Figure 2-7. Labeling a binder 
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transparent tape. Do not use permanent marking materials on the binder's spine or cover. Such 
markings make reuse of the binder difficult if the contents change. Gummed labels are hard to remove 
if relabeling is necessary and should be used only when no other suitable material is available. 


2.4. Filing Changes. File changes to bound publications in front of the basic publication. After 
inserting new pages of a loose-leaf change, file the change instruction sheet in front of the updated basic 
publication. Always place the latest change or change sheet on top. 


2-5. Filing Different-Size Publications. Although most DA publications are 8 1/2 x 11 inches, the 
Army prints publications in several different sizes because of format requirements or intended usage. 
Sometimes an odd-size publication cannot be filed in numerical order with other publications in a 
binder. Insert a sheet of paper containing the number, the date, the title, and the filing location of the 
odd-size publication in the binder in the proper sequence. 
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LESSON 2 
PRACTICE EXERCISE 
The following items will test your grasp of the material covered in this lesson. There is only one correct 
answer to each item. When you complete the exercise, check your answers with the answer key that 
follows. If you answer any item incorrectly, study again that part of the lesson which contains the 


portion involved. 


1. An original publication, without changes, is known as the 


A. change 
B. basic 

C. bound 

D. loose-leaf 


2. When a publication has served the purpose for which it was intended, it should be 
A. revised 
B. posted 
C. superseded 


D. rescinded 


3. Keeping publications up to date by entering directed changes is known as 


A. amending 
B. posting 

C. revising 

D. superseding 


4. A complete new edition of a current publication is called 


A. the basic 
B. a change 
C. arevision 
D. an amendment 


5. Deletions, alterations, and additions to publications are called 


A. amendments 
B. changes 
C. revisions 
D. Aand B 
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6. When less than three lines of text are affected by a change, the correct procedure is to 


A. X out the changed text 

B. Zout the changed text 

C. line out the changed text 
D. black out the changed text 


7. The correct order for filing publications is 


A. numerically ascending 

B. numerically descending 
C. alphabetically ascending 
D. alphabetically descending 


8. The preferred method of labeling binders is to use 


A. white paint 

B. masking tape 

C. gummed labels 

D. slip-on label holders 


9. Your posting should be neat and accurate and you should use a 


A. blue-inkpen 
B. blue/black-ink pen 
C. red-ink pen 
D. black-lead pencil 


10. You must completely post publications which are used 


A. to order parts 

B. frequently 

C. by mechanics 

D. for inspection purposes 


The following exercises are included to give you experience in the actual posting and filing of 
publications. The job conditions are as follows: 


You are a sergeant, MOS 62B20, assigned to Company B, 88th Engineer Battalion (Combat Heavy), 
Fort Chaos, Kansas. Your maintenance supervisor has assigned you the task of updating the section's 
technical library. This entails posting and filing on-hand regulations. 


11. You have been given Supplement 1 to AR 672-20 and the necessary pages from AR 672-20. You 


are to post this supplement to the basic publication using Figures PE 2-1 through PE 2-4, pages 2-15 
through 2-18. 
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12. You have been given Change 1 to TM 5-2805-254-13 and the necessary pages from that manual 
You are to post this change to the manual. Use Figures PE 2-5 through PE 2-11, pages 2-19 through 2- 
25. 


13. You have been given Change 2 to TM 5-2805-254-13 and the necessary pages from that manual 
You are to post this change to the manual. Use Figures PE 2-12 through PE 2-24, pages 2-26 through 2- 
38. 


14. You have been assigned to arrange a technical library that contains the publications listed below. 
What is the correct arrangement for this library? 


TM 5-3810-289-12 
TM 5-2410-214-12 
TM 5-2410-233-34 

TM 11-6625-366-10 
TM 5-350 

TM 5-3805-201-35P 
TM 5-3805-237-20P 
ТМ 5-2410-234-14 & РІ 
TM 5-4310-451-14 & P 
TM 5-3895-353-14 & P 
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Supplement 1 9 Jamary 1986 
to AR 672-20 


Decorations, Awards and Напогз 
INCENTIVE AWARDS 


Issue of further supplements to this regulation by subordinate 
Commanders is prohibited unless specifically approved by FQ,» 
lastructions contained hereio apply to 411 elements of the command 
includiog tenants, except United States Army Medical Department 
Activity and Dental Activity. 


AR 672-20, 1 Jane 1982, as supplemented by TRADOC Supplemeat 1, 30 Jul 82, is further 
suppleseated as follows: 


Page 1-3, paragraph 1-8. Policy. Add to subparagraph К. 


Mosetary evards, except for Special Act ог Service, will not be approved 
after it is Косып that an employee intends to retire oc resign. А 
letter of spprectation may be used to тесода1хе the performzoce and 
services ої such employees, The retirement certificate signed by the 
Commanding General is designed to show official appreciation for a 
retiring individual. Supervisors may, however, also issue letters of 
appreciation or other informal types of recoguítion. 


Page 1-4, paragraph 1-11. Responsibilities. Add subparagraphs ез). 


(5) The Commanding Сепета! will present suggestion avards in 
excess of $350 and honorary swards approved by higher headquarters. The: 
approving authority will determine the level of maaagewent at which the 
Special Act or Service Award will be presented. 


Page 1-5, paragraph 1-11. Responsibilities, Add subparagraph f(5). 


(5) To assist (а carrying out administrative responsibilities, 
Directors, Commanders and Persooal and Special Staff Officers мії! 
appoint an Incentive Awards Program Coordinator. Тһе name of the 
coordinator will be furnished to the Civilian Personnel Officer. 


Page 1-5, paragraph 1-12. Organization of Incentive Avards Committee. Add subparagraph Ъ(Е). 


(8) The Свајгчав of the Incentive Awards Committee vill be 
sppoiated by the Commanding General.  Incumbents of the posttions listed 
below comprise the voting mewbershíp of the incentive Awards 
Committee. An alternate Committee mesber may he designated when the 
incumhent is пос able to attend the Incentive Awards Comittee meeting. 


(а) lastallation Stock Fund Manager, Directorate of Logistics (DOL). 

(b) Management Analyst, Directorate of Resource Management (DRM). 

(c) Eavironmect Engineer, Directorate of Engineering and Housing (DER). 
(d) Chief, Management-Employee Relations, Civilian Personoel Office (СРО). 


(e) Installation Occupational Safety and Health Manager, 
Directorate of Personne] and Community Activities (DPCA). 


(f) Sergeant Major, let Training Support Brigade. 


(к) Sergeant Мајот, 2d Training Brigede (OSUT). 


(nh) Sergeant Mejor, 34 Basíc Training Brigade. 
(1) Sergeant Major, 4th Training Srigade. 
(1) Union representatives ая provided in negotiated acreesents. 


(қ) Noovoting Member, lacentive Awards Adaiaintrator (СРО). 


*This supplement supersedes Supplement N ТІ Jes Ai. to AR 672-20. 


Figure PE 2-1. Supplement 1 to AR 672-20 
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AR 672-20 


prescribed by section 1124, title 10, United States 
Code. 


1-9. Nonappropriated fund instrumentalities. a. 
AR 230-2 covers the Incentive Awards Program 


sonnel will not be forwarded to the pertinent 
award аге met. The same act or achievement, Army organization for evaluation until the sug- 
however, cannot form the basis for more than one gester— 

type of monetary or DA honorary award. (1) Understands that he or she is not eligible 
for a cash award if the suggestion is adopted. 
tained Superior Performance, and other honorary (2) Consents to the use of his or her sugges- 
awards) are supervisor initiated and awarded at боп by execution of a waiver. 

the discretion of management when applicable сті- guards payable under this 
FF . 
to receive an award a a griev- 

— 1 c 


1-10. Authority to approve cash awards. c. Ma- 


only when a violation of the applicable provisions јог commanders may approve individual and group 
has occurred. sacr tate А пр to $10,000, inclusive of awards ар. 
А — commanders. Nominations for 
J. Adverse actions based upon employee per- cash awards in excess of $10,000 must be for- 


formance or conduct or Equal Employment Оррог- 
tunity (EEO) investigations may be or du F 
nominated for honorary or cash per- oci 4 — (DAPE-CPL), 
be suspended until a determination can be made b. Major commanders may redelegate to subor- 
that granting of the award is not inconsistent with dinate commands or activities the authority to ap- 
; j prove cash awards in any атоши up to $10,000. 


1-11. Responsibilities. a. Secretary of the Army 


proposed action. This does not apply to awards for 


adopted svagestions. (SA). The SA will submit the following to the Of- 
k The intent of the legislation establishing this | 3 of Personnel Management (OPM): 

program is to provide monetary or honorary rec- (1) Award recommendations of over $10,000. 

ognition for civilian officers or employees of the (2) Recommendations for Presidential 


Government who, by their suggestions, inven- Awards. 
(3) New or revised Incentive Awards герша- 


қ 1 к (4) The required annua) report on the Incen- 
with or related to their officia) employment. Rec- А 
ognition should be awarded on а timely basis. M e Awards Program. 
should not be awarded as а farewell gesture inci- b. Deputy Chief of Staff for Personnel (DCS- 
dent to separation or retirement. The foregoing PER). The DCSPER will exercise staff supervi- 
also applies to military personnel, within the limits | sion over the Incentive Awards Program Army- 
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Figure РЕ 2-2. Page 1-3 of АВ 672-20 
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Program. Proper 
coordination will be effected with military person- 
nel elements on military participation in the 
program. 

c. Army Incentive Awards Board. This Board 


awards as prescribed in this regulation. 


fc) Evaluate the total command Incentive 


| (в) Recommend aspects of the program for 
emphasis. 


t. Activity commanders. These commanders 
will administer and promote the Incentive Awards 
Program. Commanders will take action or direct 
action to insure tat 

(1) Supervisors are provided guidance and 
staff assistance in— 
(а) Encouraging participation in the pro- 
gram. 


1-4 


(4) Approve or recommend approval of 


1 June 1962 


(b) Initiating appropriate recognition ac 
tions for employee achievements. 

(2) Publicity is given to the entire program. 

(3) Information on the program is brought to 
the attention of all personnel. 

(4) Program requirements established by 
HQDA and major Army commanders are accom- 
plished; followup actions are taken in support of 
operating goais. 

f. Civilian personnel officers. These officers at 
all ітагі levels will— 


(2) Provide training and orientation of al] em- 
ployees on how they may earn awards. 
(3) Provide guidance and assistance to super- 


(4) Maintain required records and submit re- 
quired reports. 
g. Information officers. These officers асай lev- 


di lll id in solche ud mensium the өлді 
ties in support of the Incentive Awards Program. 


А. Supervisors. Supervisors at all levels will 
(1) Initiate recommendations for appropriate 
awards for achievements or special acts or serv- 
ices. 


(2) Encourage personnel to develop sugges- 
tions. 


(3) Take prompt actions on suggestions 
submitted for evaluation. 


i. Commanders im foreign areas. These com- 
manders will develop and implement an Incentive 
Awards Program for indirect-hire foreign national 
employees. The program may include similar re- 
quirements prescribed by this regulation. 


1-12. Organization of incentive Awards com- 
mittees. а. 

(1) One Incentive Awards Committee will nor- 
mally be established at each installation that has 


Figure PE 2-3. Page 1-4 of AR 672-20 


2-17 


ENS261 


1 June 1982 
an operating Civilian Personnel Office (CPO). This 


(2) If, because of size or distance, the use of 
one committee is not the most effective arrange- 
— — — 
ff сой прин 
The СРО will have Ше same relationship to 


(1) The commander will appoint at least five 
voting members to the committee. Any person 
who is eligible to take part in the program may be 
considered for membership. 

(2) Committee members should be persons 
who have knowledge of the activity and its mis- 
and enjoy the confidence'of the work force at 
large. 


(4) In organizations in which the work is most- 
ly technical or scientific in nature, at least one 
committee member should have the pertinent 
background. 

(5) Commanders will insure that females and 
members of minority groups are included in the 
membership of Incentive Awards committees at ail 
command and activity levels. 

(б) А nonvoting executive secretary will be 
assigned to perform necessary administrative 
duties. 

(T) There may be substantial activity by mili- 

tary personnel in the areas of , inven- 
— or scientific achievements. If so, the 
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organizational element concerned with military 
personne! administration should be represented. 
c. Use of alternate members. An ad hoc commit- 


(1) Are members of the Incentive Awards 
Committee. 

(2) Supervise or who are supervised by com- 
mittee members. 
(3) Are related to committee members. 


1-13. Functions of the Incentive Awards com- 
mittees. Incentive Awards committees will per- 
form the following functions: 

с. Consider and present recommendations to the 
commander concerning— 

(1) Nominations for cash and honorary awards 
that exceed Ше approval authority delegated to 
subordinate officials. 

(2) Nominations that are competitive, and in- 
volve the evaluation of accomplishments of several 
— өр 

(3) Difficult, complex, or controversias] cases. 
Such cases might arise as the result of an employ- 
ee's request for reconsideration of a prior action. 

b. Assist the civilian personnel officer to— 
(1) Plan Incentive Awards Program activities. 
(2) Determine aspects of the program to be 


c. Evaluate the effectiveness of the program in 
organizational units, including— 
(1) Analysis of results and trends. 
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HEADQUARTERS 
DEPARTMENT OF THE ARMY 
Wazurxcrox, D.C., 16 April 1968 


Operator, Organizational, and Direct 
Support Maintenance Manual 
Including Repair Parts and Special Too! Lists 


OUTBOARD MOTOR. GASOLINE, 25 HORSEPOWER; 
(CHRYSLER OUTBOARD CORPORATION MODEL G35691) 
FSN 2805-926-0894 


TM 5-2805-254-13, 16 Мау 1967, is changed as follows: 


63120. 
Page 9. paragraph 6. In line-8 after "positions", 


this period, observe the motor closely and repair 
all systems and components which are not work- 
ing properly. 
Page 13. The following paragraph is added after 
paragraph 12. 


either on boats or on bridge rafts. To assure maxi- 
mum service at all times, observe the following 
instructions: 


в Do not operate the outboard motor in shal- 
low or debris-laden water except under emer- 
gency conditions. If this type operation is neces- 
загу, carry а spare propeller for each motor. 


be sure it is engaged before 12 inches of rope is 
unwound from the cowling. If the starter does 
not work in an emergency, extract the starter 
rope from the zpool as far as possible, cut with 
з knife, бе a knot in the rope, and use Ше alter- 
nate starting sheave on top of the flywheel The 
shield on top of the flywheel must be removed to 
provide access to the alternate starting sheave. 

t. Place and keep the steering handle іп an 
upright position when carrying or putting an out- 
board motor on a boat. This will avoid breaking 
the handle should it strike the ground or boat 
while the motor is being moved or placed in 
position. 

d. Do not attempt to remove the fywheel, or 
other components which require the use of spe- 
cial tools, until necessary specia] tools have been 
received. 


є. Exercise care when using a motor in situa- 
tions such as rafting where numerous shifting op- 
erations are involved. Always cut tbe throttle 
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beck to idle and allow sufficient time for the mo- 
tor.to slow down to an idle speed before shifting 


By Order of the Secretary of the Army: 


KENNETHG. WICKHAM, 
Major General, United States Army, 
The Adjutant General. 


Distribution: 


(3) Approach end leave landings slowly. 
Cut motors to part throttle while well away from 
shore when approaching a landing. 

(4) Use two motors only for maneuvering. 
When manuevering a тай into or away from 
shore, the two inboard motors should be out of 
gear and idling. If cavitation (noticeable increase 


in RPM) occurs on a motor, the operator must 


immediately cut the throttle back to idle until 
the cavitation оре. 

(5) Н а raft becomes firmly grounded and 
cannot readily be freed by four outboard motors, 
it will be necessary to use another craft to free 
the raft. 

Page 13, paragraph 18. In line 4 after "position", 
the following is added: И tbe motor fails to stop 
when the throttle is in the stop position, pull the 
choke to stop. Do not attempt to repair the mag- 
neto ground cut system. 

Page 103, column 5, line 2. Change FSN “2920- 
618-2688" to read "2920-288-3126". 


HAROLD К. JOHNSON 
General, United States Army, 
Chief of Staff. 


To be distributed in accordance with DA Form 12-25, Section I, Organizational Maintenance Requirements for 


Outboard Motors 25 НР. 


U.S. GOVERNMENT PRINTING OFFICE: 1968-302.016/2288 
eun 
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CHAPTER 1 
INTRODUCTION 


Section |. GENERAL 


operation. preventive maintenance services, and 


accessories, 
Chapters 5 and 6 provide information for di- 
rect support maintenance. 


b. Appendix I contains a list of publications 
applicable to this manual Appendix II сор- 
tains the maintenance allocation chart. Appen- 
dix II] contains the list of basic issue items 
authorized the operator of this equipment and 
the list of maintenance and operating supplies 
required for initia] operation. The organiza- 
tional and direct support maintenance repair 
parts and special tools are listed in appendix 
IV. 


с. The direct reporting by the individual 
user, of errors, omissions, and recommenda- 


manual and forwarded direct to the Command- 


MPD, 
Goodfellow Bivd., st. Louis, Мо. 63120. 

d. Report all equipment improvement recom- 
mendations as prescribed by TM 38-750. 
2. Record and Report Forms 

а. DA Form 2258 (Depreservation Guide 
for Vehicles and Equipment). 

b. For other record and report forms ap- 
plicable to operator, crew and organizational 
maintenance, refer to TM 38-750. 

Note. Applicable forms shall be kept in a canvas bag 
mounted in the equipment carrying case. 


Section П. DESCRIPTION AND DATA 


3. Description 


The 25 horsepower, manua! start, outboard 
motor (fig. 1 and 2) has a 35.9 cubic inch 
displacement and is capable of operation in 
forward, neutra! and reverse. This outboard 
engine is water cooled by a water pump which 
acts as a displacement pump at low speeds 
and as a centrifugal pump at high speeds. Fuel 
is supplied to the engine from aa auxiliary 
fuel tank with в capacity of six U.S. gallons. 


4. Identification and Tobuloted Data 


a. Identification. The 25 horsepower, man- 
ual start, outboard motor has one major iden- 


tification plate. The information contained on 
this plate is listed below: 


(1) Engine. 
Manufacturer Chrysler Outboard 
Corporation 
Type — Manual Start 
Model . С 35691 
Bore 3 inches 
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CHAPTER 2 
INSTALLATION AND OPERATING INSTRUCTIONS 


Section 1. SERVICE UPON RECEIPT OF EQUIPMENT 


6. Inspecting and Servicing Equipment test. Should boat not plane properly (bow 
Inspect the propeller for missing, bent, or rides high out of water) then the motor leg 
cracked blades. Move the steering handle from is tilted too far from the stern. Should 


date a bolt through the transom and plate, 
which will effectively prevent the motor from 
coming off the transom, figure 6. 
b. Connect the fuel tank to the 
engaging the fuel line coupling 
ing on the support piste. Pull 
ring and push the coupling onto 
Release the lock ring. И should tors should be properly spaced on boat tran- 
som. For best performance both motors should 
secure. be throttled to operste at approximately same 
c. Tilt adjustment can be speed to prevent boat "sluing" to one side 
performance of boat is tested in в or other (result of uneven propeller thrust 
Start motor and operate at full speed for thi when underway). 
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с. After. the one hour break-in period has 
been compieted, the engine may be operated 
а! any speed desired. However, during the 
first ten hours of operation, it is imperative 
that the gasoline to oil ratio of one part heavy 
duty. outboard motor ой (SAE 30) to twenty- 
four parts of gasoline as described above be 
used. After the first ten hours of operation 
have been completed, use the gasoline to oil 
ratio as described under “Fuel Mixture.” 


12. Fuel Mixture 


Recommended fuel mixture after the first 
ten hours of operation have been completed 
is ONE PART HEAVY DUTY OUTBOARD 
MOTOR OIL (SAE 30) TO FIFTY PARTS 
OF MARINE WHITE OR REGULAR 
GRADE (APPROXIMATELY 85 OCTANE) 
GASOLINE BE USED. For easy measurement 
mix ONE PINT OF OIL WITH SIX GAL- 
LONS OF GASOLINE. THIS MIXTURE 
MUST NOT BE USED UNTIL AFTER THE 
FIRST TEN HOURS OF 
HAVE BEEN COMPLETED. 


Note. When the engine is used in HEAVY DUTY 


to twenty-four parts of gasoline be used. 


13. Starting Procedure 

c. Make sure that the fue! tank has a suf- 
ficient amount of properly mixed fuel and 
that the vent screw located on the fuel tank 
filler cap or gauge is open. 

b. Squeeze the prime bulb in the fuel 
line several times to pump fuel from the fuel 
tank to the engine. Continue to squeeze until 
prime bulb becomes firm. 

с. Place gear shift lever in “NEUTRAL.” 
Never Start Engine in Gear. | 

d. For a cold engine, pull out choke. 

е. Turn twist grip throttle control to the 
"START" position. 

f. Pull starter rope out slowly until the start- 
er pinion gear engages with the flywheel, then 
give the rope a smooth, rapid, even pull. The 
engine should start on the second or third 
pul. М the engine does not start, recheck 
steps a. through c. above. However, when start- 
ing for the first time, several additional pulls 


TM 5-2805-254-13 


on the starter may be required in order to 


4. When Engine Starts 


Push choke rod in and allow engine to 
warm up. И engine “pops” and begins to 
stall. choke momentarily until it runs 
smoothly. 


15. Geor Shift 

The engine is equipped with a gear shift 
contro| to provide operation in "Forward," 
"Neutral" and "Reverse" gear. М the engine 
is not running “DO NOT FORCE THE 
SHIFT LEVER." Never shift with engine 
speed contro) set above “Shift” position. The 
gear shift mechanism will not disengage from 
forward or reverse gear to neutral at speeds 
above this setting. 


16. Forward 

To go forward: 

a. Turn twist grip throttle contro! so that 
pointer on the handle is at the “SHIFT” posi- 
tion on grip. 

b. Move shift lever to "FORWARD." 

с. Advance throttle control. 


17. Reverse 
To go in reverse: 
a. Turn twist grip throttle contro! so that 
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Change in Ferte: C 1 == C 2 
TM 5-2805-254-13 
c2 
HEADQUARTERS 
DEPARTMENT OF THE ARMY 
Washington, D.C., 1 August 1972 


Operotor, Organizational, ond Direct 
Mointenaonce Manual! Including Repair 
Ports and Speciol Tools List 
OUTBOARD MOTOR, GASOLINE, 25 HORSEPOWER 
(CHRYSLER OUTBOARD CORPORATION MODEL 
G35691) FSN 2805-926-0894 


TM 5-2805-254-13, 16 May 1967 is changed 


as follows: 
Page 15. Paragraph 23h is added as fol- board motor contained in table I. 


lows 
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Page 101. APPENDIX 111 is superzeded as follows : 


APPENDIX Ш 


BASIC ISSUE ITEMS LIST AND ITEMS 
TROOP INSTALLED OR AUTHORIZED 


1. Scope 
This appendix lists items required by the oper- 
ator for operation of the outboard motor. 


2. General 
This list is divided into the following sections: 

а. Basic lssue Items List—Section П. Not 
applicable. 

b. Items Troop Installed or Authorized List 
—Section III. A list of items in alphabetical 
sequence, which at the discretion of the unit 
commander may accompany the outboard 
motor. These items are NOT subject to turn-in 
with the outboard motor when evacuated. 


3. Explanction of Columns 
The following provides an explanation of col- 
umns in the tabular list of Basic issue Items 
List, Section П, and Items Troop Installed or 
Authorized, Section III. 

а. Source, Maintenance, and Recoverability 
Code(s) «SMR): 

(1) Source Code, indicates the source for 

Code 2 

P Repair parts, special tools and test equipment 


supplied from GSA/DSA ог Army supply system 
and authorized for use at indicated maintenance 


(2) Maintenance Code, indicates the. low- 
est level of maintenance authorized to install 
the listed item. The maintenance level code is: 
се K a piana ће 
С Crew/Operator 


recoverable. Recoverability codes are: 


d. Unit of Measure (U/M). А 2 character 
or quantity of the time upon which the allow- 
ances are based, eg., ft, ез, pr, etc. 

€. Quantity Furnished With Equipment 
(BIIL Only). This column indicates the quanti- 
ty of an item furnished with the equipment. 

f. Quantity Authorized (Items Troop In- 
stalled or Authorized Only). This column in- 
dicates the quantity of the item authorized to 
be used with the equipment. 

g. Illustration (ВПІ, Only). This column is 
divided as follows: 

(1) Figure number. Indicates the figure 
number of the illustration in which the item 
is shown. 

(2) Item mumber. Indicates the callout 
number used to reference the item in the illus- 
tration. 
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Section ПІ. ITEMS TROOP INSTALLED OR. AUTHORIZED LIST 


Special Tools is changed as follows: 
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16. Page 5 of Change 2 to TM 5- 
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f. Clean, dry, ага inspect spark plugs be- 
fore reinstallihg them in motor. 

р. Start motor-as instructed and run for at 
least one hour to dry parts thoroughly. 


24. Prolonged Storage 

Before storing engine for prolonged peri- 
ods, it must be protected against rust and pos- 
sible damage from freezing temperatures. To 
prepare engine for storage: 

a. If the engine has been operated in salt 
water, flush out the cooling system with fresh 
‘water prior to storage. To do this, run the 
boat in а body of fresh water or remove the 
engine from the boat and run in a test tank. 

b. Run the engine until it is thoroughly 
warmed-up. 

€. When storing the engine for any period 
of time, run the engine until it is thoroughly 
warmed-up. Place gear shift in "Neutral" and 
allow engine to run at a fast idle. Remove fuel 
line from fuel tank or engine. Using а rust 
preventative oil, rapidly inject the oil into the 
carburetor air intakes for а period of ten to 


twenty seconds until the engine stops. The 
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APPENDIX Ш 
BASIC ISSUE ITEMS LIST AND MAINTENANCE AND OPERATING 


(1) Material This colamn is left blank. 
For identification of agencies assigned 


b. Federal Stock Number. When a Federal 
stock number is available for a 


1001 and equipment items that are re- 
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LESSON 2 


PRACTICE EXERCISE 


ANSWER KEY AND FEEDBACK 


Item Correct Answer and Feedback 


l. 


10. 


11. 


12. 


13. 


В. basic 
(Part A, paragraph 2-1) 


D. rescinded 
(Part A, paragraph 2-1) 


B. posting 
(Part A, paragraph 2-1) 


C. a revision 
(Part A, paragraph 2-1) 


D. A and B (amendments and changes) 
(Part A, paragraph 2-1) 


C: line out the changed text 
(Part A, paragraph 2-2) 


A. numerically ascending order 
(Part B, paragraph 2-3) 


D. slip-on label holders 
(Part B, paragraph 2-3) 


D. black-lead pencil 
(Part A, paragraph 2-2) 


B. frequently 
(Part A, Introduction paragraph) 


You should have posted the documents as shown in Figures PE 2-25 through PE 2-28, pages 2- 
41 through 2-44. 


You should have posted the documents as shown in Figures PE 2-29 through PE 2-33, pages 2- 
45 through 2-49. 


You should have posted the documents as shown in Figures PE 2-34 through PE 2-41, pages 2- 
50 through 2-57. 
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14. You should have arranged Ше TMs as shown below: 


M 5-350 

M 5-2410-214-12 

M 5-2410-233-34 

M 5-2410-234-14 & P1 
M 5-3805-201-35P 

M 5-3805-237-20P 

M 5-3810-289-12 

M 5-3895-353-14 & P 
M 5-4310-451-14 & P 


T 
T 
T 
T 
T 
T 
T 
T 
T 
TM 11-6625-366-10 


Remember, file publications by type in numerically ascending order. When letters are included in the 
publication's number, they are filed numerically-alphabetically in ascending order. (Part B, paragraph 2- 
3) 
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Supplement | 9 Jansary 1986 


to AR 672-20 
Posted 
Decorations, Avarde and Honors Ø FEB А2 


Issue of further supplements to this regulation by subordinate 
Commanders is prohibited unless specifically approved by HQ,, 
lostructions costained herein apply to all elements of the 
incleding tenants, except United States Arwy Medical Department 
Activity and Dental Activity. 


AR 672-20, 1 June 1982, as supplemented by TRADOC Supplemeat 1, 30 Jul 82, is further 
supplemented as follows: 


Page 1—3, рагадгарћ 1-8. Policy. Add to subparagraph k. 


Monetary awards, except for Special Act or Service, will not he approved 
after it is known that an employee ínteods to retire or текіла. A 
letter of appreciation may be used to recogaize the performance and 
services of such employees. Тһе retirement certificate signed Бу the 
Commanding Ceneral is designed to show official appreciation for а 
, retiring individual, Supervisors may, however, also issue letters of 
apprecistion or other iaformal types of recognition. 


Page 1-4, paragraph 1-11. Responsibilities. Add subparagraphs et5). 


(5) The Commanding General will present suggestion avaràs in 
excess of $350 and honorary ewards approved by higher headquarters. The 
approving authority will determine the level of eanagement at which the 
Special Act ог Service Award will be presented. 


Page 1-і, paragraph 1-11. Responsibilities. Add subparagraph f(5). 


(5) To assist 18 carrying oot ада стас! уе responsibilities, 
Directors, Commanders and Personal and Special Staff Officers will 
appoiat an locentive Awards Program Coordinator. The name of the 
coordinator will be farnished to the Civilian Personnel Officer. 


Page 1-5, paragraph 1-12. Organization of incentive Аматбӛз Committee. Add subparagraph b(8). 


(8) The Сьаїтчас of the Incentive Awards Committee will be 
appointed by tbe Commanding Ceneral.  Incumbents of the positions listed 
below comprise the woting membership of the Incentive Awards 
Committee. An alternate Committee member may ће designated when the 
incumhent is not able to attend the Incentive Awards Committee eeetiar. 


(a) Іозсаїіасіов Stock Fund Manager, Directorate of Logistics (DOL). 


(b) Management Analyst, Directorate of Resource Manage«ent (DRM). 
(c) Enviroment Engineer, Directorate of Engineering and Rousing (DEW). 
(d) Chief, Menagement-Eaployee Relations, Civilian Personnel Office (CPO). 


(e) Installation Occupational Safety and Wealth Manager, 
Directorate of Personnel and Community Activities (ОРСА). 


(f) Serzeaat Major, let Training Support Brigade. 
(к) Sergeant Major, 2d Training Brigade (OSUT). 

(h) Sergeant Major, 3d Rasic Traicing Brigade. 

(1) Sergeant Major, (th Ттаїдіод Arigade. 

(1) Union represeatatives as provided in negotiated acreesents. 


(к) Wonvoting Меязет, loceative avards Admiai«trator (СРО). 


*This supplemeat superacdew Suppleecar i, 11 Jun Aa, to AR 672-20. 
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formance awards. If so, action on the awards will 
be suspended until a determination can be made 
that granting of the award is not inconsistent with 
the proposed adverse action or final EEO determi- 
nation and would not jeopardize the merits of the 
Proposed action. This does not apply to awards for 
adopted з"трезЧопз. 


k. The intent of the legislation establishing this 


with or related to their official employment. Rec- 
„FF 


The foregoing 
sive ples to ау разова, within the Bis. 


AR 672-20 


prescribed by section 1124, title 10, United 
— Sentences Add 


1-9. Nonappropriated fund instrumentalities. a. 
AR 230-2 covers the Incentive Awards Program 


(1) Understands that he or she is not eligible 
for а cash award if the suggestion is adopted. 
(2) Consents to the use of his or her sugges- 
tion by execution of a waiver. 
c. Cash awards are not payable under this pro- 


1-10. Authority to approve cash awards. a. Ms- 
jor commanders may approve individual and group 
— — inclusive of awards ap- 
proved by activity commanders. Nominations for 
cash awards in excess of $10,000 must be for- 
warded to the Executive Secretary, Army incen- 
C WASH 


prove cash awards in any amount up to $10,000. 


1-11. Responsibilities. a. Secretary of the Army 
(SAJ. The SA will submit the following to the Of- 
fice of Personne! Management (OPM): 

(1) Award recommendations of over $10,000. 

(2) Recommendations for Presidential 
Awards. 

(3) New or revised Incentive Awards regula- 
tions or plans (30 days before the proposed effec- 
tive date of the regulation or plan). 

(4) The required annua] report on the incen- 
tive Awards Program. 

b. Deputy Chief of Staff for Personne! (DCS- 
PER). The DCSPER will exercise staff supervi- 
sion over the Incentive Awards Program Army- 
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(b) Initiating appropriate recognition ac 
tions for employee achievements. 

(2) Publicity is given to the entire program. 
(3) Information on the program is brought to 


ne] elements on military participation in the the attention of ай personnel. 


program. (4) Program requirements established by 
HQDA and major Army commanders are accom- 
c. Army Incentive Awards Board. This Board plished; followup actions are taken in support 


== 
ИЕ 


(4) Maintain required records and submit є 
45) ОВ Put AP ADDE! ADDED зай-1 


dt cl r 
ties in support of the Incentive Awards Program. 
А. Supervisors. Supervisors at all levels will— 
(1) Initiate recommendations for appropriate 
awards for achievements or special acts or serv- 


Incentive 
Awards Program and develop feedback to subordi- 
nate activities. 
(d) Assist subordinate activities in planning 
Incentive Awards Program activities. 
fe) Recommend aspects of the program for 
special emphasis. 
є. Activity commanders. These commanders 
will administer and promote the Incentive Awards 
Program. Commanders will take action or direct 
action to insure thai. 
(1) Supervisors are provided guidance and 1-12. Organization of Incentive Awards com- 
staff assistance in— mittees. a. General. 
fa) Encouraging participation in the pro- (1) One Incentive Awards Committee will nor- 
gram. mally be established at each installation that has 
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——— 
committee may also service all activities adminis- 

tered by the CPO despite command jurisdiction. 
ments, units, or organizations based on the activi- 
ty. 

(2) If, because of size or distance, the use of 
one committee is not the most effective arrange- 
ment, two or more awards committees, particular- 
ly for large tenant activities, may be established. 
The CPO will have the same relationship to sepa- 


b. Membership. 

(1) The commander will appoint at least five 
voting members to the committee. Any person 
who is eligible to take part in the program may be 
considered for membership. 


(4) In organizations in which the work is most- 
ly technical or scientific in nature, at least one 
committee member should have the pertinent 


(6) A nonvoting executive secretary will be 
assigned to perform necessary administrative 
duties. 


(Т) There may be substantia) activity by mili- 
tary personnel in the areas of suggestions, inven- 
tions, or scientific achievements. If so, the 
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organizational element concerned with military 
personnel administration should be represented. 
c. Use of alternate members. An ad hoc commit- 


(D Are members of the Incentive Awards 


(2) Supervise or who are supervised by com- 
mittee members. 
(3) Are related to committee members. 


1-13. Functions of the Incentive Awards com- 
mittees. Incentive Awards committees will per- 
form the following functions: 

&. Consider and present recommendations to the 
commander concerning — 

(1) Nominations (ог cash znd honorary awards 
that exceed the approval authority delegated to 
subordinate officials. 

(2) Nominations that are competitive, and in- 
volve the evaluation of accomplishments of several 
individuals or groups. 

(3) Difficult, complex, or controversia) cases. 
Such cases might arise as the result of an employ- 
ee's request for reconsideration of a prior action. 

b. Assist the civilian personnel officer to— 

(1) Plan incentive Awards Program activities. 

(2) Determine aspects of the program to be 
given special emphasis. 

(3) Implement new program features. 
(4) Improve local techniques. 
c. Evaluate the effectiveness of the program in 
including— 


и повин — 
Incentive Awards committees by internal review 
or other regularly constituted independent staffs 

1-5 


Figure PE 2-28. Page 1-5 ої AR 672-20 


2-44 


TM 5-2805-254-13 


DEPARTMENT OF THE ARMY TECHNICAL MANUAL 


224224 
ща 
OPERATOR, ORGANIZATIONAL, AND 
DIRECT SUPPORT MAINTENANCE MANUAL 
INCLUDING REPAIR PARTS AND 
SPECIAL TOOL LISTS 


OUTBOARD MOTOR, GASOLINE, 25 
HORSEPOWER (CHRYSLER OUTBOARD 
CORPORATION MODEL G35691) 
FSN 2805-926-0894. 


HEADQUARTERS, DEPARTMENT OF THE ARMY 
MAY 1967 


Figure PE 2-29. Cover of TM 5-2805-254-13 


2-45 


EN5261 


ENS261 


forms shall be kept in а canvas bag 


Applicable 
mounted in the equipment carrying case. 


Section И. DESCRIPTION AND DATA 


tification plate. The information contained on 
this plate is listed below: 


а. Identification. The 25 horsepower, man- 
ual start, outboard motor has one major iden- 
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CHAPTER 2 
INSTALLATION AND OPERATING INSTRUCTIONS 


Section |. SERVICE UPON RECEIPT OF EQUIPMENT 


6. inspecting and Servicing Equipment 
Inspect the propeller for missing, bent, or 
cracked blades. Move the steering handle from 
the vertical to the horizontal operating posi- 
tion, check for relative ease of movernent. Ro- 


the transom of boat making certain that the 
clamp screws are drawn up tightly to secure 
motor firmly. To prevent the motor from tilt- 
ig sideways during severe turns & notch is 
provided іт the stern bracket place to accommo- 
date a bolt through the transom and plate. 
which will effectively prevent the motor from 
coming off the transom, figure 5. 

b. Connect the fuel tank to the engine by 
engaging the fuel line coupling with the bush- 
ing on the support plate. Pull back the lock 
ring апд push the coupling onto the bushing. 
Release the lock ring. It should snap back into 
place. Check coupling to make sure that it is 
secure. 

c. Tilt adjustment can be made only after 
performance of boat is tested in a trial run. 
Start motor and operate at full speed for this 


or other (result of uneven propeller thrust 
when underway). 
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The engine is equipped with a gear shift 
contro] to provide operation in “Forward,” 
"Neutral" and "Reverse" gear. If the engine 
is not running, "DO NOT FORCE THE 


will not disengage from 
forward or reverse gear to neutral at speeds 
a e 


16. Forward 


To go forward: 

a. Turn twist grip throttle contro] so that 
pointer on the handle is at the “SHIFT” розі- 
tion on grip. 

== b. Move shift lever to "FORWARD." 
70 OPERATING MOTOR ~ évance throttle control. 


filler cap or gauge is open. 
b. Squeeze the prime balb 
line severa! times to pump fuel 
tank to the engine. Continue to 
prime bulb becomes firm. 
с. Place gear shift lever in "NEUTRAL." N 
Never Start Engine in Gear. PI. = ы dm = 
pl x A M ME = Turn twist grip throttle control to 
"STOP" positi РРЕР ЗУ СІ. 


ing for the firxt time, several additional pulis 
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one hour to dry parts thoroughly. 
aer БУС. 
24. Prolonged Storoge 


Before storing engine for prolonged peri- 
ods, it must be protected against rust and pos- 
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a. ень" рей The information provided 
in each column is as follows: 


(1) Material. This columm is кп blank. 
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